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This  booklet  tells  of  the  work  of  seven  secretarial  gradu- 
ates of  The  Fisher  School,  chosen  at  random  from 
9,729  graduates,  in  various  types  of  business, 
in  order  to  show  the  interesting  kinds  of 
work  which  Fisher  graduates  enter. 
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The  Fisher  School  is  a professional  school  for  secretaries 
where  young  women  learn  business  procedure 
and  receive  professional  and  secretarial 
training.  Established  1903. 


A non-profit  educational  institution. 


THE  FISHER  SCHOOL 


118  Beacon  Street,  KEnmore  6-4647 
Boston  16 


CL  Modern  young  women  follow  a natural 
inclination  in  aspiring  to  a secretarial 
career.  They  know  that  such  a career 
brings  financial  independence , offers  a de- 
sirable social  status  and  helps  them  dis- 
cover fascinating  friends.  In  addition, 
they  have  an  important  part  in  an  inter- 
esting business  or  profession  and  receive  a 
training  which  will  always  be  a source  of 
comfort  if  perchance,  in  later  life,  the  wheel 
of  fortune  should  make  them  responsible 
for  their  own  support. 

CL  The  Fisher  School,  through  its  effi- 
cient placement  department,  keeps  in  touch 
with  a great  variety  of  openings  and 
analyzes  the  fitness  of  each  girl  for  a 
particular  place  so  that  both  graduate  and 
employer  are  mutually  satisfied. 

CL  This  book  suggests  only  seven  varieties 
of  work.  It  is  true  in  secretarial  work  as 
in  every  other  branch  of  business  that  the 
initiative  and  native  ability  of  the  trained 
worker  largely  sets  the  limits  to  what  can 
be  accomplished  in  any  position,  but  it  is 
equally  true  that  there  are  as  many  inter- 
esting secretarial  places  available  as  there 
are  graduates  of  The  Fisher  School  — 
many  hundreds. 


Miss  Thayer  Anas  to  s 


O't-CL^^  Boston  has  always  been  famous  as  a center  of 

foreign  trade.  Opportunities  for  import  and  export  work  are  considerable,  par- 
ticularly in  banking  circles,  with  large  manufacturers,  and  with  export  agents. 

For  example,  grain  is  one  commodity  which  is  exported  in  great  quantities. 
Miss  Thayer  Anastos,  of  Braintree,  Mass.,  graduated  from  the  Foreign  Trade 
Secretarial  Course.  She  has  an  interesting  story  to  tell. 


“Working  for  grain  brokers  is  a very  interesting  and  varied  experience. 
There  is  always  something  new  with  which  to  become  acquainted. 

“Exporting  is  one  phase  of  the  work  at  the  Charles  J.  Koelsch  Grain  Com- 
pany. The  actual  loading  of  the  ship  takes  place  in  East  Boston  and  we  are 
advised  at  frequent  intervals  as  to  the  amounts  of  grain  being  loaded.  The  time 
for  loading  is  from  two  to  three  days,  then  the  office  work  begins.  A special  folder 
containing  a complete  record  of  the  ship  is  kept.  Ladings,  declarations  and 
inspection  and  weight  certificates  have  to  be  set  up  and  typed.  The  consignors 
and  consignees  are  notified  and  the  ship  leaves  the  port  for  destination. 

“To  be  actually  a part  of  this  work  is  what  I have  always  longed  for  and 
with  the  training  at  The  Fisher  School,  I have  acquired  what  I consider  an 
ideal  secretarial  position.” 


• 3 • 


Miss  Annette  Burbank 


offers  more  opportunities  in  Boston  than  in  any  other  city  in  the  United  States. 
Because  of  this,  the  Medical  Secretarial  Course  has  very  strong  appeal.  Gradu- 
ates of  this  course  are  placed  with  doctors,  hospitals,  medical  supply  houses, 
airlines,  and  public  health  agencies. 

Graduates  assist  doctors  in  many  important  ways,  taking  blood  pressure, 
making  urinalyses,  blood  counts  and  helping  in  minor  operations. 

Miss  Annette  Burbank,  of  Dover,  Mass.,  a graduate  of  the  Medical  Secre- 
tarial Course,  is  working  for  a private  doctor  on  Gloucester  Street,  Boston,  who 
is  a specialist  in  cancer. 

She  began  her  training  as  a medical  secretary  for  the  surgical  staff  in  a 
hospital  in  Maryland,  but  after  a year  transferred  to  her  present  interesting 
position. 

She  says,  “There’s  never  a dull  moment  in  my  job  with  a cancer  specialist. 
I make  all  the  appointments  at  the  office  and  for  operative  cases  at  the  hospitals. 
I act  as  chaperone  in  the  examining  room  and  assist  the  doctor  when  necessary. 
My  work  includes  some  laboratory  testing. 

“In  addition,  I am  in  complete  charge  of  the  office  equipment  and  the 
ordering  of  medical  and  surgical  supplies. 

“My  doctor  is  very  active  in  many  community  projects.  Work  on  these 
provides  even  more  variety  in  my  duties  than  I had  anticipated.” 
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provides  opportunities  for  young  women  with 
various  types  of  training.  Miss  Joan  Rodger,  of  Peterborough,  N.  H.,  elected 
the  Radio  Secretarial  Course  at  Fisher  and  finds  that  this  training  equips  her 
unusually  well  for  her  position  as  private  secretary  to  the  Director  of  the 
Division  of  Radio,  Speech,  and  Theatre  at  Boston  University  School  of  Public 
Relations. 


She  says:  “I  have  the  most  interesting  job  in  the  City  of  Boston.  A jack- 
of-all-trades,  I help  schedule  classes  and  meetings,  secure  housing  for  the  staff, 
give  out  material  for  the  publicity  releases,  and  take  care  of  a variety  of  individual 
student  problems. 

“Much  of  my  work  has  to  do  with  our  radio  station,  WBUR-FM,  and  its 
daily  broadcasting  activities.  In  connection  with  this,  I meet  many  interesting 
and  important  people  who  are  interviewed  for  our  programs. 

“I  love  my  work.  I wouldn’t  exchange  it  for  any  other  job  in  the  world.” 


Miss  Joan  Rodger 
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Modern  business  has  its  technological  side  where  much  research  is  done.  Here 
the  secretary  plays  an  important  role.  She  must  be  intellectually  keen,  quick  to 
learn,  and  enjoy  scientific  projects. 

Miss  Shirley  Muse,  of  Wakefield,  Mass.,  is  employed  as  a secretary  in  the 
Research  Department  of  Eastern  Gas  and  Fuel  Associates.  This  concern  deals 
in  railroading,  coastal  shipping,  mining,  manufacturing,  and  distributing.  One 
of  its  subsidiaries  is  the  Boston  Consolidated  Gas  Co. 

Miss  Muse  says:  “Not  only  the  fact  that  my  secretarial  duties  are  varied  — 
shorthand,  typing,  and  filing  of  a wide  variety  of  correspondence  and  technical 
reports,  and  other  detail  work  — but  also  the  privilege  of  being  on  the  ‘ground 
floor’  in  such  an  interesting  field  presents  a challenge  to  the  career  girl. 

“The  medical  secretary  course  at  Fisher  and  a year  of  chemistry  in  high 
school  have  been  invaluable  aids  to  me  in  the  comprehension  of  the  technical 
data  I handle.” 


Jl 


Miss  Shirley  Muse 
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'ICC  The  dental  assistant  occupies  a very  important 
place  in  the  dental  office^  for  she  saves  the  doctor  untold  hours.  He  can  thus 
handle  many  more  patients. 


Miss  Marjorie  Wagner,  of  Waltham,  Mass.,  is  a graduate  of  the  Dental 
Secretarial  Course  at  Fisher  and  now  is  employed  by  Dr.  Harold  E.  Tingley 
on  Bay  State  Road,  Boston.  She  says:  “I  enjoy  my  work  with  the  doctor  very 
much.  I am  required  to  assist  the  doctor  by  getting  everything  ready  for  the 
patient,  such  as  records,  reports  of  X-rays  taken,  preparing  filling  materials 
when  needed  and  cleaning  up  when  he  is  finished.  I keep  the  instruments  sterilized 
and  properly  stored  in  the  cabinet.  I am  responsible  for  keeping  the  records  up- 
to-date  and,  more  important,  for  being  able  to  furnish  this  information  whenever 
needed.  I also  make  appointments  and  answer  the  phone  so  that  the  doctor 
won’t  have  to  be  disturbed.  My  other  duties  include  taking  dictation,  sending  out 
the  monthly  statements,  developing  X-rays  and  keeping  the  office,  clean  and  neat. 
I love  my  work.” 


Miss  Marjorie  Wagner 
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Miss  Harriet  Horton 


There  are  many  types  of  business,  small  and  large,  which  employ  hundreds  and 
thousands  of  young  women.  These  firms  want  capable  young  women  who  can 
perform  many  office  tasks  as  well.  These  firms  are  the  backbone  of  business  and 
provide  many  interesting  opportunities. 

Such  a firm  is  the  Russell  Burnett  Company  which  is  one  of  the  large  Ford 
Agencies  in  Greater  Boston.  Over  the  years  Fisher  School  has  staffed  the 
majority  of  their  office  personnel.  The  firm  has  offices  of  knotty  pine,  desks  and 
equipment  match  the  modern  decor,  and  the  executives  are  agreeable  men  with 
whom  to  do  business. 

Miss  Harriet  Horton,  of  Groton,  Conn.,  has  recently  joined  its  staff  in 
the  Service  Department.  You  can  imagine  the  variety  of  work  this  involves. 
She  meets  the  customers  who  have  bills  to  pay,  works  with  the  service  staff  in 
making  up  repair  orders,  sends  out  bills,  reports  auto  members  to  the  Registry, 
relieves  the  switchboard  operator  and  performs  many  other  duties  that  a busy 
office  entails.  Miss  Horton  carries  considerable  responsibility  and  is  an  important 
member  of  the  office  staff.  She  naturally  has  pleasant  working  conditions,  good 
hours,  vacation  with  pay  and  the  many  other  benefits  which  a progressive  firm 
offers  to  its  employees. 


• 8 • 


"J- he  J-effaL  <^>ecieUtu  who  is  trained  is  very  much  in  demand. 
Such  a secretary  can  go  anywhere  and  find  her  services  desired.  Boston  itself 
has  unusually  interesting  opportunities  for  the  use  of  such  training.  Its  Federal, 
State,  and  County  courts,  city  and  state  law  work  need  many  lawyers. 


Miss  Carol  Weaver,  of  Dexter,  Maine,  is  a legal  secretary  for  the  firm  of 
Kingston,  Coffin  and  Jones.  Miss  Weaver  meets  people  from  all  walks  of  life 
and  finds  her  work  very  satisfying,  knowing  that  she  helps  in  solving  people’s 
problems.  She  says:  “As  a legal  secretary  I am  required  to  be  alert,  accurate 
and  courteous.  I must  be  able  to  draw  writs,  deeds,  wills  and  other  legal  instru- 
ments w ithout  the  necessity  of  my  employer  dictating  them  word  for  word.  The 
bare  essentials,  such  as  names,  dates,  and  a statement  of  what  is  required,  should 
be  sufficient. 


“I  should  be  able  to  understand  the  workings  of  court  dockets  and  to  set 
up  my  employer’s  court  engagements  so  that  they  do  not  conflict  with  others. 
I should  be  able  to  write  an  intelligent  letter  without  my  employer  having  to 
dictate  it  in  its  entirety,  receiving  simply  the  sense  desired.  I must  be  able  to 
knowT  when  to  interrupt  my  employer  on  matters  of  urgency,  and  when  not  to  do 
so.  And  in  my  employer’s  absence  I must  be  able  to  deal  intelligently  with  tele- 
phone calls  and  personal  calls  of  clients.” 


Miss  Carol  Weaver 
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he  young  women  mentioned  on  the  preceding  pages , together  with 
hundreds  of  others,  find  their  careers  in  the  secretarial  field.  Records  of  the 
school  show  more  than  550  placements  during  the  past  year  in  the  various  fields 
listed  below: 


Advertising 

Agencies,  printing,  motion  picture,  publica- 
tions, journals. 

Banking 

Trust,  national,  savings,  federal. 
Charitable 

Social  service,  educational  foundations, 
religious. 


Hotels  and  Theatres 
Administrative,  personnel  and  function 
offices. 

Industry 

Electrical,  shipbuilding,  welding,  chemicals, 
steel. 

Insurance 

Bonding,  life,  casualty,  liability. 


Civil  Service 

City,  state  and  federal  departments  (locally 
and  in  Washington). 

Dental 

Dental  schools,  supply  houses,  dental  offices, 
clinics. 

Education 

Public  and  private  schools,  colleges  and 
universities,  city  and  state  departments  of 
public  education. 

Engineering 

Architects,  drafting,  construction. 

Food  Industry 

Wholesale,  retail,  manufacturing,  markets, 
stores,  offices. 

Foreign  Trade 

Importers,  exporters,  banks,  travel  agencies, 
U.  S.  State  Department,  consular  service. 


Laboratories 
Chemical,  medical,  dental. 

Law 

Lawyer’s  office,  court  reporting. 

Medical 

Doctor’s  office,  hospitals,  medical  supply 
houses. 

Merchandising 

Department  stores,  executive  and  personnel 
offices,  credit  departments. 

Music  and  Art 

Colleges,  museums,  symphony  hall,  music 
stores. 

Public  Relations 

Advertising,  business,  schools,  and  colleges. 

Public  Utilities 

Electric,  gas,  oil,  fuel,  coal. 


General  Business 

Manufacturing,  wholesale,  retail,  execu- 
tive, branch  offices,  wool,  cotton,  leather, 
automotive. 

Hospitals 

Large  metropolitan,  small  suburban,  libra- 
ries, laboratories,  admissions  and  executive 
offices. 


Radio 

Colleges,  stations, offices,  traffic  departments. 

Real  Estate 
City  and  suburban  offices. 


Transportation 

Airways,  railways,  steamship 
tions,  travel  agencies,  trucking. 


communica- 
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Individual  counseling  for  preferred  positions. 


he  Fisher  School  maintains  a strong  and  efficient  personnel  and  guidance 
department  for  the  placement  of  graduates.  This  department  is  headed  by  a 
woman  who  has  had  special  training  and  experience  in  personnel  work  and  has 
been  eminently  successful  in  placing  graduates  in  desirable  positions.  The  office 
usually  receives  two  thousand  or  more  calls  a year  from  employers  and  has 
approximately  two  hundred  current  graduates  to  place.  This  average  of  ten 
positions  for  each  graduate  assures  the  student  of  ample  choice.  The  school, 
in  addition,  fills  more  than  two  hundred  and  fifty  positions  a year  calling  for 
experienced  secretaries. 

Graduates  are  assisted  as  far  as  possible  in  securing  positions  at  any  time, 
if  they  feel  they  cannot  obtain  maximum  advancement  in  the  positions  they  first 
accept.  It  is  highly  important  to  students  to  have  the  assurance  that  there  will 
be  opportunities  and  help  for  effective  placement  after  graduation.  Because  of 
the  school’s  national  reputation,  Fisher  is  able  to  assist  in  placement  in  most 
of  the  major  cities  of  the  United  States. 

This  personnel  office  cares  for  the  actual  placement  of  graduates,  and  in 
addition  carries  on  a program  of  student  evaluation.  Individual  counseling  of 
students  is  arranged.  A course  is  given  on  the  techniques  of  employment,  sim- 
plifying the  entrance  to  business  as  much  as  possible. 

The  work  of  this  bureau  is  permanent  and  is  a service  which  the  school 
performs  without  charge  to  graduates  or  employers. 
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THE  FISHER  SCHOOL 


Tuie  Fisher  School  prepares  young  women  for  the  exacting  secre- 
tarial needs  of  business  and  the  professions  through  specialized  courses  in  business 
procedure.  This  training  is  achieved  bv  balancing  three  educational  phases: 
cultural  subjects,  vocational  skill  subjects,  and  the  specialization  necessary  for 
the  field  of  interest.  The  Fisher  Plan  includes  complete  business  training,  with 
expert  instruction,  scientific  equipment,  small  classes,  personal  attention  and  an 
opportunity  for  students  to  enjoy  the  advantages  of  planned  recreation. 

The  Fisher  School  is  located  in  uptown  Boston  in  a stately,  fireproof  build- 
ing in  the  Back  Bay  district  adjoining  the  Public  Gardens.  This  building  is  con- 
sidered to  be  one  of  the  finest  in  the  city  as  to  architecture,  location,  and  interior 
design.  The  location  on  Beacon  Street  overlooking  the  Charles  River  is  in  the 
residential  area,  yet  it  is  close  to  the  world  of  commerce  for  which  Fisher  students 
have  been  so  ably  trained  during  the  last  fifty  years. 

Progressiveness  is  the  keynote  of  The  Fisher  School,  expressed  through 
up-to-date  courses,  modern  equipment,  vocational  guidance,  proper  testing, 
student  guidance,  cultural  and  social  activities,  all  planned  to  meet  the  need  of 
a well-rounded  background  for  the  young  woman  in  business. 

The  Fisher  Plan  of  business  education  further  offers  young  people  group 
instruction  combined  with  laboratory  practices.  Personality  development  is 
considered  an  important  part  of  business  training,  and  is  fostered  by  the  offer- 
ings of  cultural  subjects  and  by  school  activities.  The  school  has  a college-trained 
and  experienced  faculty  that  is  interested  in  the  students  and  their  all-round 
development.  The  friendly  atmosphere  of  the  school  is  a distinguishing  feature 
which  makes  for  enjoyable  student  life. 

Fisher  has  always  been  well  known  for  the  thoroughness  of  its  instruction. 
A Fisher  diploma  is  awarded  at  the  satisfactory  completion  of  the  courses 
required  for  graduation. 

To  Fisher  graduates  has  come  outstanding  success.  The  excellence  of  their 
training  is  reflected  in  the  positions  of  responsibility  they  hold  as  private  secre- 
taries in  the  fields  of  medicine,  law,  foreign  trade,  industry,  transportation, 
education,  the  arts  and  in  many  other  businesses  and  professions. 
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THE  FISHER  SCHOOL 


The  school  maintains  an  interest  in  its  graduates  and  assists  in  planning 
their  careers  whenever  possible.  An  institution  is  only  as  good  as  the  sendee  it 
renders,  and  the  successful  placement  of  the  graduates  is  the  final  recommendation. 

SOCIAL  AND  RECREATIONAL  PROGRAM 

It  is  the  firm  belief  of  the  school  that  a young  woman’s  success  in  life  is  due  as 
much  to  social  poise  as  to  technical  training.  The  ability  to  meet  people  without 
embarrassment  or  shyness,  to  converse  intelligently  and  to  develop  broad  interests 
is  achieved  through  actual  participation  in  many  types  of  extracurricular 
activities. 

The  school  season  usually  includes  swimming  and  recreation  at  the  Y.W.C.A. 
through  membership  in  the  College  Club,  a student  luncheon,  a tea  dance,  his- 
torical tours,  the  flower  show,  formal  balls  and  informal  dances,  tickets  for  a 
major  theatre  production,  the  Ice  Follies,  the  Symphony,  and  “Pops.”  Musicales 
and  teas  are  scheduled  for  the  mothers.  There  is  an  active  Glee  Club,  Journalism 
Club,  and  Drama  Club. 

Special  groups  attend  the  Metropolitan  Opera,  the  Ballet  Russe,  and  the 
Afternoon  Symphonies. 

Out-of-town  students  enjoy  a tour  through  the  shopping  section  of  Boston 
followed  by  an  afternoon  tea. 

HONOR  SORORITIES 

The  school  maintains  two  sororities  to  aid  in  the  scholastic  and  social  life  of 
the  students. 

Alpha  Iota,  honorary  international  business  sorority,  has  an  active  and 
an  alumnae  chapter  at  Fisher.  There  are  approximately  two  hundred  chapters 
in  the  United  States  and  Canada. 

Two  of  the  purposes  of  Alpha  Iota  are:  to  create  a friendly  spirit  among 
students,  and  to  help  each  other,  when  possible,  to  secure  positions  or  promotions. 
The  requirements  for  membership  are  high  scholarship  and  excellent  character. 
Social  activities  are  determined  by  the  members  and  consist  of  dinner  and  theatre 
parties,  dances,  and  sports  events.  Members  may  attend  the  annual  conclave 
held  in  various  cities  of  the  LTnited  States  or  Canada.  The  Fisher  School  chapter 
is  known  as  Zeta  Nu. 
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The  growing  library  has  more  than  5,000  volumes  in  charge  of  a skilled  librarian. 

Theta  Alpha  Chi  is  the  honorary  international  business  sorority  sponsored 
by  the  National  Association  and  Council  of  Business  Schools. 

The  Epsilon  Rho  Chapter  of  Theta  Alpha  Chi  was  inaugurated  at  The 
Fisher  School  in  1945  to  provide  a social  organization  for  those  students  who 
can  scholastically  qualify  for  membership  in  the  order.  Its  purpose  is  to  foster 
sisterhood  and  develop  the  qualities  of  initiative,  friendliness,  and  graciousness. 
The  activities  of  the  sorority  include  picnics,  theatre  parties,  dances,  game  nights, 
special  speakers,  and  the  annual  formal  banquet. 


FISHER  GLEE  CLUB 


The  Glee  Club  sings  for  graduation,  for  teas,  social  activities,  assemblies,  holds 
an  annual  Christmas  pageant  and  carol  service,  and  gives  several  concerts  a year. 
Officers  are  elected  in  the  fall  and  cooperate  with  the  Dormitory  Club  in  planning 
programs  and  social  events.  Any  girl  interested  in  singing  is  cordially  invited. 

FISHER  SCHOOL  ALUMNAE  ASSOCIATION 

The  Alumnae  Association  numbers  nearly  two  thousand  members.  Meetings  of 
the  Association  are  held  throughout  the  year  in  order  to  maintain  the  social 
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The  Glee  Club  prepares  for  its  next  concert. 


contacts  made  in  school.  Included  in  the  calendar  are  a Christmas  party,  a 
Sunday  afternoon  tea,  a night  at  “Pops,”  and  a reception  to  the  graduating 
class.  The  Alumnae  Association  provides  funds  for  student  scholarships. 

118  BEACON  STREET 

The  building  at  118  Beacon  Street  offers  ideal  facilities  for  the  training  of 
future  secretaries.  In  setting,  environment  and  equipment,  it  exemplifies  business 
at  its  best  and  provides  exclusively  for  young  women  a complete  secretarial 
training  in  all  its  phases. 

Fisher  is  situated  in  the  school  area  of  Boston,  almost  diagonally  across 
from  the  famous  Boston  Public  Gardens,  very  near  the  corner  of  Arlington 
Street,  a location  ideal  for  school  purposes.  Transportation  facilities  are  near 
at  hand.  Subway  connections  are  made  at  nearby  Aldington  Street  or  Charles 
Street  stations,  and  the  Back  Bay  and  Trinity  railway  stations  are  but  a short 
walk.  Greater  Boston  students  will  find  the  location  unusually  convenient. 

Boston  is  a mecca  for  students  who  enjoy  the  cultural  opportunities  it 
offers  in  art,  music,  drama,  and  entertainment.  The  banks  and  other  large 
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corporations,  insurance  companies,  merchandising  units,  and  smaller  organi- 
zations make  possible  firsthand  observation  of  business  procedure  and  offer  a 
variety  of  employment  opportunities  for  Fisher  graduates. 

Visitors  to  the  school  find  an  imposing  five-story  granite  fire-proof  building 
completely  equipped  with  every  facility  for  modern  business  training. 

118  Beacon  Street  is  one  of  the  last  fine  mansions  in  Boston.  The  building 
has  been  adapted  to  school  purposes  without  destroying  any  of  its  distinctive 
beauty.  All  the  administrative  offices  are  on  the  first  floor,  where,  in  keeping 
with  the  policy  of  the  founders,  the  executives  of  the  school  are  always  available 
for  conference  and  advice.  The  architectural  perfection  is  displayed  in  the 
hanging  stairway,  the  paneled  offices  with  matching  ceilings  and  rugs,  the  oval 
reception  room,  and  the  employment  office  with  its  Egyptian-influence  fireplace. 

The  graceful  staircase  leads  to  the  school  library  overlooking  the  Esplanade 
and  Charles  River,  and  to  the  ballroom  with  its  beautiful  mirrors,  used  as  an 
auditorium.  These  two  rooms  combine  in  an  unusual  manner  to  give  more  than 
adequate  rt>om  for  social  functions.  Particularly  interesting  are  the  many  fire- 
places either  made  especially  for  the  building  or  imported  from  European  palaces. 

Stairways  and  elevators  give  access  to  the  upper  floors  which  include  airy 
classrooms  for  all  school  subjects,  practice  rooms  for  office  machines  and  type- 
writing, medical  laboratory,  lounge  rooms,  infirmary,  locker  rooms,  lecture  rooms, 
and  teacher-conference  rooms.  Two  large,  balconied  air-wells  in  the  center  of  the 
building  assure  abundance  of  light  and  air.  Two  outdoor  balconies  and  the  roof 
deck  offer  recreational  facilities.  A cafeteria  is  maintained  in  the  school  for 
student  use.  An  experienced  staff  serves  delicious  home-cooked  lunches  at  very 
reasonable  prices. 

Visitors  are  urged  to  note  how  well  planned  the  classrooms  are  from  the 
standpoint  of  natural  and  artificial  lighting,  convenience  and  equipment.  Students 
appreciate  the  modern  appointments,  the  unusual  facilities,  and  gracious  living 
that  is  theirs  at  118  Beacon  Street. 

AWAY  FROM  HOME 

Fisher  enjoys  an  international  reputation  with  students  enrolling  from  North 
and  South  America,  many  island  possessions  and  occasionally  from  European 
or  Asiatic  areas.  Boston  is  a well-known  educational  center  because  of  its 
cultural  and  business  opportunities. 
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Administration  and  Classroom  Building. 
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So  that  parents  may  know  that  their  daughters  are  properly  housed  and 
supervised  the  school  has  available  two  types  of  living  accommodations  — the 
cooperative  dormitories  and  the  Home  Residence  program.  Each  of  these  plans 
meets  a definite  need  and  can  be  recommended  sincerely.  All  students  are  required 
to  live  under  these  programs  unless  relatives  live  in  the  vicinity. 

A separate  picture  booklet  entitled  “Living  Accommodations  at  Fisher” 
should  be  requested  if  you  live  outside  of  Greater  Boston.  It  will  give  you  detailed 
information  not  listed  below. 

DORMITORY  LIVING 

The  school  conducts  its  dormitories  under  the  cooperative  plan.  The  cooperative 
dormitory  has  proved  very  successful  in  women’s  colleges  and  universities 
throughout  the  country  and  has  been  eminently  successful  at  Fisher.  Under  this 
plan  the  cost  of  board  and  room  is  low  because,  guided  by  a capable  house  mother 
and  a cook,  the  girls  do  their  own  housework.  Every  girl  participates  in  the 
program.  Many  evident  benefits  derive  from  such  living  together : the  girls  learn 
to  get  along  better  with  their  contemporaries,  to  accept  and  carry  responsibility, 
to  share  in  common  tasks,  and  to  acquire  many  social  graces.  Parents  are  amazed 
at  the  maturity  developed  under  cooperative  living  in  a dormitory. 

The  student  residences,  within  three  minutes’  walk  of  the  school,  are  in 
keeping  with  the  best  Back  Bay  traditions.  Spacious  rooms  and  modern,  com- 
fortable furniture  provide  gracious  living  for  approximately  seventy-five  girls. 


A group  between  classes  in  the  student  lounge. 
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Shorthand  is  taught  in  small  classes. 

In  addition  to  the  school  social  life,  considerable  recreational,  cultural,  and 
social  activities  are  encouraged  within  the  dormitories. 

THE  HOME  RESIDENCE  PLAN 

This  joint  plan  has  proved  most  satisfactory  and  is  strongly  recommended. 
Girls  help  in  selected  and  approved  homes  with  light  housekeeping  duties  in 
exchange  for  room,  board,  transportation  to  and  from  school,  and  noon-day 
lunches.  Girls  are  allowed  week-end  home  privileges  at  specified  intervals,  and  at 
Thanksgiving  and  Easter  recesses,  and  the  Christmas  vacation. 

Students  under  this  program  naturally  do  not  have  as  much  free  time  as 
otherwise,  but  ample  time  is  allowed  for  regular  school  activities,  church,  and 
social  and  athletic  recreation. 

The  worth  of  this  plan  is  evidenced  by  the  increasing  number  of  young  women 
availing  themselves  of  this  opportunity. 

Be  sure  to  request  the  picture  booklet,  “Living  Accommodations  at  Fisher,” 
if  you  are  considering  either  of  the  above  plans. 
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COURSES 

T wo-Year  Courses  — Four  Semesters 

Executive  Secretarial  Legal  Secretarial  Foreign  Trade  Secretarial 

Medical  Secretarial  Radio  Secretarial  Dental  Secretarial 

One-Year  Courses  — Two  Semesters 

Beginners’  One-Year  Course  Finishing  One-Year  Course 

College  Group  One-Year  Course 

Certain  subjects  are  required  because  the  school  feels  they  are  basic 
to  secretarial  work.  Through  a wide  variety  of  electives,  however, 
young  women  may  express  their  individuality  and  enrich  their  pro- 
gram of  study.  These  electives  are  listed  at  the  end  of  each  course. 


75^ 


EXECUTIVE  SECRETARIAL  COURSE 

Advisory  Committee 

Miss  Margaret  Dow,  National  Office  Management  Association 
Miss  Margaret  Collins,  Assistant  Treasurer,  Rust  Craft  Publishers 

As  modem  business  has  become  more  complex,  the  position  of  the  private  secre- 
tary has  become  more  important.  Her  duties  and  responsibilities  have  been 
multiplied  and  her  opportunities  as  well,  for  she  has  earned  an  approach  to  the 
executive  and  administrative  ranks. 

The  secretary  who  wishes  to  rise  above  her  job-seeking  competitors  is  the 
one  who  devotes  time  to  securing  a broad  cultural  background  in  addition  to 
vocational  or  technical  training.  If  her  ambition  is  commensurate  with  her  oppor- 
tunities, she  may  be  assured  a very  gratifying  career. 

The  Executive  Secretarial  Course  equips  young  women  for  the  more  responsi- 
ble as  well  as  more  specialized  types  of  positions  which  demand  extensive  vocabu- 
laries and  highly  skilled  training. 
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Junior  Prom  Queen  and  her  Court. 


Courses  in  Fine  Arts,  Psychology,  Current  Economics,  Law,  and  Speech 
prepare  young  women  for  general  living.  Training  in  Executive  Procedure, 
Research,  Personality  Development,  and  Business  Practices  familiarizes  the 
students  with  the  duties  of  a secretary,  the  personal  qualifications  expected,  and 
the  opportunities  for  advancement  in  the  field. 

The  well-trained  secretary  will  find  that  a knowledge  of  accounting  is 
indispensable;  for,  as  the  confidential  assistant  of  her  employer,  she  will  keep  his 
financial  records  and  write  his  reports  for  tax  and  other  purposes. 

It  is  assumed  that  the  secretary  shall  be  an  expert  stenographer.  Secre- 
tarial duties  include  executive  tasks  such  as  handling  correspondence,  collecting 
and  arranging  business  data,  meeting  and  interviewing  callers,  making  appoint- 
ments and  planning  itineraries. 

The  cultural  subjects  are  of  equal  importance  with  the  technical  skills  in 
providing  a background  of  those  personal  qualities  necessary  to  the  able  secretary 
— poise,  confidence,  initiative,  attractive  speech,  and  pleasing  manner. 
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Executive  Secretarial  Course  Outline 

Two  Years  Four  Semesters 

FIRST  YEAR 


First  Semester 
English  Composition 

Accounting  

Typewriting 

Personality  Development 
Electives*  


Semester 

hours 

4 

4 

3 

1 

5 

17 


Second  Semester 
English  Composition 

Accounting  

Typewriting 

Shorthand  

Elective*  


Semester 

hours 

4 

4 

3 

5 

2 

18 


SECOND  YEAR 


Third  Semester  Semester 
hours 

Dictation  and  Transcription 7 

Typewriting 3 

Secretarial  Practice 3 

Electives*  4 


17 


Fourth  Semester  SeiXours 

Executive  Dictation  and 

Transcription  7 

Advanced  Typing  2 

Executive  Major 5 

(Visible  Filing;  Office  Management  and 
Practices) 

Electives*  4 


18 


*Electives:  (To  he  selected  under  guidance) 


Business  Organization  ....  3 

Fine  Arts 2 

Contemporary  Literature  . 2 
Personality  Development  . 2 

Accounting  II  3 

Shorthand  IV  3 

Psychology 2 


Speech  I 2 

Speech  II  2 

Accounting  III  3 

Latin-American  History  . . 3 
U.  S.  in  World  Affairs....  3 

English  Literature 3 

American  Literature 3 


Spanish  I 3 

Spanish  II  3 

Economics  2 

Law  2 

Economic  Geography  ....  2 

World  History  2 

Office  Machines 2 


MEDICAL  SECRETARIAL  COURSE 

Advisory  Committee 

Ouida  Montague,  S.B.  Edgar  Sewall,  Jr.,  M.D. 

The  Medical  Secretary  today  enjoys  a prestige  unknown  ten  years  ago.  It  is 
no  longer  necessary  for  the  physician  to  hire  a secretary  unfamiliar  with  pro- 
fessional ethics  and  procedures,  for  specialized  training  is  available  in  a field 
well  known  for  its  high  standards  of  achievement. 
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The  purpose  of  medical  secretarial  instruction  is  to  familiarize  the  student 
with  the  functions  and  methods  of  medical  practice,  to  provide  a good  working 
vocabulary  of  medical  terms,  and  to  train  her  to  perform  the  routine  laboratory 
work  that  most  doctors  now  require. 

It  is  essential  that  the  medical  secretary  be  as  familiar  with  medical  facts 
and  terminology  as  the  business  secretary  is  with  the  language  of  business.  She 
must  be  adept  in  performing  her  special  duties,  and  she  should  understand  the 
psychology  of  patients  as  well  as  other  secretaries  understand  the  psychology  of 
customers,  prospects,  and  clients. 

Under  the  direction  of  a skilled  technician,  a lecture  and  laboratory  course 
is  given  to  prepare  the  student  for  work  in  a medical  laboratory.  The  work 
includes  a complete  study  of  normal  hematology,  the  blood  picture  in  various 
diseases,  the  tests  used  in  differential  hematological  diagnoses,  sedimentation 
rates,  basal  metabolism  determination,  urinalyses  and  special  urine  tests.  A 
small  amount  of  blood  chemistry  and  bacteriology  is  also  included. 


“ Medicals ” doing  a blood  count. 
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The  Varsity  Group  of  the  Glee  Club. 
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For  young  women  who  show  a real  aptitude  for  laboratory  work,  and  wish 
a longer  course,  an  advanced  course  is  offered.  The  advanced  course  includes 
work  in  abnormal  bloods,  typing  up  the  various  tests  that  help  make  the  com- 
plete laboratory  picture,  blood  groupings  and  a unit  of  blood  chemistry  and 
bacteriology.  Emphasis  in  this  course  is  not  so  much  on  the  new  material  offered, 
but  rather  on  the  additional  practice  given  so  that  at  the  end  of  the  course  the 
student  will  have  accuracy  and  speed  in  the  tests. 

Experienced  instructors  on  the  school  staff  teach  all  of  the  business  subjects 
in  this  course.  Physicians  well  known  in  their  fields  are  invited  as  guest  speakers. 
Fourteen  Boston  hospitals  and  clinics,  among  the  finest  in  the  world,  cooperate 
with  The  Fisher  School  to  give  three  weeks  of  actual  practice  as  a supplement 
to  the  classroom  training. 

It  has  been  the  purpose  of  the  school  to  parallel  the  Medical  Secretarial 
Course  with  the  Executive  Secretarial,  so  that  the  medical  secretary  may  have 
the  same  rich  background,  the  same  techniques  and  skills  before  specialization. 
This  training  will  enable  her  to  step  into  any  field,  as  a secretary,  without 
hesitancy. 


The  Christmas  Pageant. 
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Medical  Secretarial  Course  Outline 

Two  Years  Four  Semesters 

FIRST  YEAR 


First  Semester  “7s 

English  Composition  4 

Accounting  4 

Typewriting 3 

Personality  Development  1 

Electives*  5 


17 


Second  Semester 
English  Composition  .... 

Typewriting 

Shorthand  

Medical  Major 

(Physiology  and  Anatomy) 
Accounting  


Semester 

hours 

4 

3 

5 

2 

3 

17 


SECOND  YEAR 


Third  Semester  8™fu*rg 

Dictation  and  Transcription 7 

Typewriting 3 

Filing  1 

Medical  Major  6 


(Physiology  and  Anatomy;  Termi- 
nology; Laboratory) 

17 


Fourth  Semester  Semester 
hours 

Dictation  and  Transcription 5 

Typewriting 2 

Office  Practice  for  Medical 

Secretaries 3 

Medical  Major 7 


(Specialized  Dictation;  Medical  Lec- 
tures; Pharmacology  and  Pathology;  or 
Medical  Coding,  or  Laboratory) 

17 


(During  the  fourth  semester  each  girl  is  placed  in  a hospital  or  doctor’s  office  for  a three-week 
volunteer  period.) 


*Electives:  (To  be  selected  under  guidance) 


Business  Organization  ....  3 

Fine  Arts  2 

Contemporary  Literature  . 2 
Personality  Development  . 2 

Accounting  II  3 

Shorthand  IV  3 

Psychology  2 


Speech  I 2 

Speech  II  2 

Accounting  III  3 

Latin- American  History  . . 3 
U.  S.  in  World  Affairs. ...  3 

English  Literature 3 

American  Literature 3 


Spanish  I 3 

Spanish  II  3 

Economics  2 

Law  2 

Economic  Geography  ....  2 
World  History  2 

Office  Machines 2 

\ 


LEGAL  SECRETARIAL  COURSE 

Advisory  Committee 

Allan  Higgins,  Esq.,  Goodwin,  Proctor  & Hoar 
Mrs.  Laura  Barnes,  LL.B. 

Allan  Roy  Kingston,  Esq.,  Kingston,  Coffin,  Jones 

The  exacting  field  of  Law  provides  excellent  opportunities  for  secretarial 
specialization.  Legal  firms  and  lawyers  are  numerous,  but  good  legal  secre- 
taries are  rare. 
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Until  recently,  stenographers  served  long  apprenticeships  in  law  offices, 
performing  all  the  routine  duties  of  the  profession  before  they  became  efficient 
legal  secretaries. 

Today,  lawyers  expect  the  school  to  give  much  of  this  training  so  that  the 
secretary  can  take  office  responsibilities  immediately. 

The  Legal  Secretarial  program  provides  a means  of  orientation  in  the  legal 
environment  through  instruction  in  law  and  legal  terminology  and  through  a 
practical  course  in  legal  procedure.  Courses  in  legal  typewriting  and  short- 
hand reporting  develop  technical  speed  and  a familiarity  with  the  specialized 
legal  vocabulary. 

The  course  includes  a study  of  the  methods  used  in  interviewing  clients. 
Practice  is  given  in  preparing  such  legal  papers  as  the  summons,  complaint, 
motions,  subpoenas  and  stipulations;  taking  question  and  answer  testimony; 
court  reporting  and  speech  reporting;  and  managing  a collection  department. 

The  ambitious  young  woman  will  find  that  an  intelligent  understanding  of 
the  handling  of  these  and  many  other  operations  concerned  with  legal  procedure 
can  be  made  the  basis  for  advancement  in  a law  office  to  tasks  more  interesting 
and  more  satisfying  than  routine  stenographic  duties. 


Demonstrating  typing  technique. 
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The  foundation  of  this  course  is  similar  in  content  to  that  of  the  Executive 
Secretarial  so  that  the  legal  secretary  may  have  a rich  background  of  cultural 
and  skill  subjects  before  starting  her  specialization  in  the  second  year. 


Legal  Secretarial  Course  Outline 

Two  Years  Four  Semesters 

FIRST  YEAR 


First  Semester 
English  Composition  .... 

Accounting  

Typewriting 

Law  I 

Electives*  


Semester 

hours 

4 

4 

3 

2 

3 

16 


Second  Semester 

English  Composition 

Accounting  

Typewriting 

Shorthand  

Law  II 


Semester 

hours 

4 

4 

3 

5 

2 

18 


SECOND  YEAR 


Third  Semester  Se”fours 

Dictation  and  Transcription 7 

Typewriting 3 

Secretarial  Practice 3 

Legal  Terminology 2 

Elective*  2 


17 


Fourth  Semester  Semester 

hours 

Dictation  and  Transcription 6 

Typewriting 2 

Legal  Major 5 

(Legal  Office  Procedure;  Legal  Termi- 
nology and  Dictation;  Legal  Typing) 

Electives*  4 


17 


*Electives:  (To  be  selected  under  guidance) 


Business  Organization  ....  3 

Fine  Arts  2 

Contemporary  Literature  . 2 
Personality  Development  . 2 

Accounting  II  3 

Shorthand  IV  3 

Psychology  2 


Speech  I 2 

Speech  II  2 

Accounting  III  3 

Latin-Ameriean  History  . . 3 
U.  S.  in  World  Affairs. ...  3 

English  Literature 3 

American  Literature 3 


Spanish  I 3 

Spanish  II  3 

Economics  2 

Law  2 

Economic  Geography  ....  2 

World  History  2 

Office  Machines 2 


RADIO  SECRETARIAL  COURSE 


The  two-year  Radio  Secretarial  Course  is  given  with  the  cooperation  of  Emerson 
College,  a specialized  school  of  drama,  radio,  and  speech. 

As  in  the  other  two-year  specialized  courses  — Executive,  Legal,  Medical, 
Dental,  and  Foreign  Trade  — a complete  secretarial  training  is  offered,  comple- 
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mented  by  liberal  arts  courses  to  give  the  broad  educational  background  de- 
manded by  employers  of  trained  secretaries  today. 

The  specialization  in  the  radio  field  is  given  in  the  second  year. 

Subjects  given  by  Emerson  include  introductory  courses  in  Radio  and  Tele- 
vision, Radio  Programming,  Radio  Advertising.  Additional  radio  courses  are 
available  at  the  discretion  of  the  school.  All  the  other  subjects  are  given  at  Fisher. 
Such  a cooperative  course  is  possible  as  the  two  schools  are  neighbors  on 
Beacon  Street. 

The  rapid  growth  of  broadcasting  studios  and  departments  of  advertising 
firms  has  created  a demand  for  well-trained  young  women  versed  in  the  radio  field. 


Radio  Secretarial  Course  Outline 

Two  Years  Four  Semesters 

FIRST  YEAR 


First  Semester  Sem^urs 

English  Composition 4 

Accounting 4 

Typewriting 3 

Personality  Development 1 

Electives*  5 


17 


Second  Semester 

English  Composition 

Accounting 

Typewriting 

Shorthand  

Elective* 


Semester 

hours 

4 

4 

3 

5 

2 

18 


SECOND  YEAR 


Third  Semester  Sem^rs 

Dictation  and  Transcription 7 

Typewriting 3 

Secretarial  Practice 3 

Radio  Major 3 

(Introduction  to  Radio;  Radio 
Programming) 

Elective*  2 


18 


Fourth  Semester  Semester 
hours 

Dictation  and  Transcription 7 

Typewriting 2 

Visible  Filing  and  Office 

Management  5 

Radio  Major 2 

(Introduction  to  Television) 

Elective*  2 


18 


*Electives:  (To  he  selected  under  guidance) 


Business  Organization  ....  3 

Fine  Arts 2 

Contemporary  Literature  . 2 
Personality  Development. . 2 

Accounting  II  3 

Shorthand  IV  3 

Psychology  2 


Speech  I 2 

Speech  II  2 

Accounting  III  3 

Latin-American  History  . . 3 
U.  S.  in  World  Affairs....  3 

English  Literature 3 

American  Literature 3 


Spanish  I 3 

Spanish  II  3 

Economics  2 

Law  2 

Economic  Geography  ....  2 

World  History  2 

Office  Machines 2 
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FOREIGN  TRADE  SECRETARIAT.  COURSE 

Advisory  Committee 

Edward  Breen,  Assistant  Secretary,  National  Foreign  Trade  Council 
James  S.  Carson,  Educational  Director,  National  Foreign  Trade  Council 

The  Foreign  Trade  Secretarial  Course  is  planned  to  meet  the  opportunities  for 
positions  in  an  expanding  field  through  a training  in  the  specific  knowledge  of 
foreign  trade  terms  and  practices. 

A comprehension  of  the  increasing  importance  of  foreign  trade  has  become 
more  and  more  necessary,  not  only  in  maintaining  our  domestic  economy,  but  in 
rebuilding  the  countries  devastated  bv  war. 

Foreign  nations  maintain  consulates  in  all  our  principal  cities  ; major  indus- 
tries have  their  own  foreign  departments;  and  lines  of  communication  and  trans- 
portation go  out  to  all  corners  of  the  world. 

The  Foreign  Trade  Course  is  planned  to  equip  young  women  with  necessary 
technical  secretarial  skills  and  at  the  same  time  give  a cultural  background  of 
courses  essential  to  this  specialized  field. 


Demonstrating  the  use  of  the  centrifuge. 
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In  order  to  prepare  young  women  for  colorful  secretarial  careers  in  export 
and  import  businesses,  airlines  and  travel  agencies,  United  States  Government 
offices,  and  foreign  branches  of  American  firms,  Fisher  offers  a carefully 
administered  program. 

The  course  includes  lectures  by  men  versed  in  international  affairs,  United 
States  customs  officials,  and  consular  and  diplomatic  representatives.  The  econ- 
omy and  culture  of  principal  foreign  nations  is  studied.  Laboratory  work  covers 
the  preparation  of  documents  for  exports  and  imports,  customs,  immigration; 
foreign  exchange;  postal,  freight  and  air  express  shipments,  etc. 


Foreign  Trade  Secretarial  Course  Outline 

Two  Years  Four  Semesters 

FIRST  YEAR 


First  Semester  ^"aoujs 

English  Composition 4 

Typewriting  . . . 3 

Accounting  4 

Spanish  I 3 

Personality  Development  1 

Elective*  2 


17 


Second  Semester 


Accounting  4 

English  Composition 4 

Typewriting 3 

Shorthand  5 

Spanish  I 3 


19 


SECOND  YEAR 


Third  Semester  Semester 
hours 

Dictation  and  Transcription 7 

Typewriting 3 

Secretarial  Practice 3 

Electives*  4 

17 


Fourth  Semester  Semhovrs 

Dictation  and  Transcription 7 

Typewriting 2 

Foreign  Trade  Major 5 

(Export-Import  Practices  and  Docu- 
ments; International  Relations) 

Electives*  4 

18 


*Electives:  (To  he  selected  under  guidance) 


Business  Organization  ....  3 

Fine  Arts 2 

Contemporary  Literature  . 2 
Personality  Development.  . 2 

Accounting  II  • 3 

Shorthand  IV  3 

Psychology  2 


Speech  I 2 

Speech  II  2 

Accounting  III  3 

I.atin-American  History  . . 3 
U.  S.  in  World  Affairs.  ...  3 

English  Literature 3 

American  Literature 3 


Spanish  I 3 

Spanish  II  3 

Economics  2 

Law  2 

Economic  Geography  ....  2 

World  History  2 

Office  Machines 2 
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THE  DENTAL  SECRETARIAL  COURSE 

Advisory  Committee 

Neville  Booth,  D.M.D.  Charles  Polina,  D.M.D. 

The  dental  secretary  has  made  a place  for  herself  in  the  professional  world  of 
today.  The  shortage  of  dentists  has  opened  new  opportunities  to  the  well-trained 
assistant.  She  must  be  a young  woman  of  pleasing  personality,  skilled  in  the 
techniques  of  secretarial  routine,  with  a thorough  training  as  chair  assistant. 

The  secretary  is  skilled  in  office  management.  She  is  a receptionist,  she 
schedules  appointments,  arranges  the  patient  for  the  chair  and  prepares  the 
X-ray  forms  for  use  by  the  dentist.  She  is  trained  in  the  proper  care  of  the  instru- 
ments, sterilization,  and  mixing  of  ingredients.  The  secretary  is  prepared  in  the 
specialized  record-keeping,  billing,  and  filing  of  the  dentist’s  office. 

The  course  gives  training  in  all  the  practical  aspects  of  the  dentist’s  office. 
An  experienced  dental  hygienist  gives  a series  of  lectures  on  office  procedure  from 
the  technician’s  point  of  view.  Doctors  from  the  staff  of  a well-known  dental  col- 
lege give  lectures  and  laboratory  courses  covering  the  subjects  of  dental  materials, 


Dental 
secretaries 
learn  how 
to  develop 
X-ray  films. 
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X-ray  operation,  pharmacology,  pathology,  bacteriology,  dental  anatomy  and 
phvsiologv.  A three  weeks’  period  of  clinical  training  is  taken  at  the  Harvard 
University  Dental  School  as  a summarization  of  the  course. 

Graduates  are  eligible  without  further  preparation  to  take  the  examinations 
given  by  the  American  Dental  Association  for  Certified  Dental  Assistants. 


Dental  S ecretarial  Course  Outline 


Two  Years 


F our  Semesters 


FIRST  YEAR 


Semester 

hours 


First  Semester 

English  Composition 4 

Accounting 4 

Typewriting 3 

Personality  Development  1 

Electives*  5 

17 


Semester 

hours 


Second  Semester 

English  Composition 4 

Typewriting 3 

Shorthand  5 

Dental  Major 2 

(Physiology  and  Anatomy) 

Accounting 3 

17 


SECOND  YEAR 


Semester 

hours 


Third  Semester 

Dictation  and  Transcription 7 

Typewriting 3 

Filing  1 

Dental  Major 7 

(Physiology  and  Anatomy;  Termi- 
nology; Dental  Office  Procedures;  Dental 
Materials) 

18 


Semester 

hours 


Fourth  Semester 

Dictation  and  Transcription 5 

Typewriting 2 

Office  Practice  for  Dental 

Secretaries 3 

Dental  Major 7 

(Specialized  Dictation;  Pharmacology 
and  Pathology;  Bacteriology,  Steriliza 


tion,  and  Radiology;  Dental  Office  Man- 
agement) 


17 


(During  the  fourth  semester  each  girl  is  placed  in  a dental  clinic  or  dentist’s  office  for  a three- 
week  volunteer  period.) 


*Electives:  (To  he  selected  under  guidance) 


Business  Organization  ....  3 

Fine  Arts 2 

Contemporary  Literature  . 2 
Personality  Development  . 2 

Accounting  II  3 

Shorthand  IV  3 

Psychology 2 


Speech  I 2 

Speech  II  2 

Accounting  III  3 

Latin-American  History  . . 3 
U.  S.  in  World  Affairs....  3 

English  Literature 3 

American  Literature 3 


Spanish  I 3 

Spanish  II  3 

Economics  2 

Law  2 

Economic  Geography  ....  2 

World  History  2 

Office  Machines  2 
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ONE-YEAR  COURSES 

Beginners’  One-Year  Course 


A one-year  course,  planned  for  high  school  graduates  with  little  or  no  previous 
commercial  training,  covers  all  the  essential  secretarial  skills  and  provides  for  a 
minimum  of  electives. 


Graduates  of  this  intensive  course  are  prepared  to  take  positions  as  general 
secretaries  in  any  field. 


Course  Outline 


One  Year 


Two  Semesters 


First  Semester 

Shorthand  

Typewriting 

English  and  Word  Study 
Business  Mathematics  . . 


Semester 

hours 

7 

3 

4 

4 

18 


Second  Semester  Semester 
hours 

Transcription  and  Dictation 7 

Typewriting 4 

English-Business  Correspondence  . 4 

Secretarial  Practice 2 

Personality  Development 1 

18 


Class  Day  festivities  at  Hatch  Memorial  Shell. 
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Finishing  One-Year  Course 

Many  young  women  who  have  taken  a commercial  course  in  high  school  find  that 
they  will  be  equipped  to  assume  more  responsible  and  well-paying  positions  if 
they  take  advanced  technical  training  supplemented  with  cultural  subjects  on 
the  college  level. 

Applicants  for  this  course  must  have  successfully  completed  at  least  two 
years  of  shorthand  and  typewriting  to  become  eligible  to  enter  the  advanced 
classes.  A minimum  of  time  is  spent  on  review  of  the  techniques,  and  as  much  time 
as  possible  is  allotted  to  electives,  which  may  be  chosen  from  a wide  list  of  liberal 
arts  and  professional  subjects. 

The  course  is  scheduled  to  be  completed  in  one  school  year. 


Course  Outline 

One  Year  Two  Semesters 


First  Semester  Se"ws 

^Secretarial  Accounting  I,  II  ...  . 5 

Typewriting,  Advanced 3 

Shorthand  Theory  Review  and 

Dictation 5 

English  Composition 4 


17 

*Or  equivalent  elective (s). 


Second  Semester  Semhours 

Shorthand  Transcription  and 

Dictation  7 

Typewriting,  Advanced 4 

Secretaria-l  Practice 2 

Personality  Development 1 

English-Business  Correspondence  . 4 


18 

Elective! 


fTo  students  in  this  course  whose  high  school  training  has  given  them  an  advanced  degree  of 
skill,  we  offer  the  opportunity  of  taking  some  of  the  specialized  work  from  the  two-year  courses — 
Medical,  Legal,  Dental,  or  Advanced  Speed  Dictation,  and  certain  other  elective  courses.  A 
student  who  feels  herself  interested  and  capable  must  apply  to  the  Dean  for  consideration  and 
be  recommended  by  her  teachers. 


College  Group  One-Year  Course 

For  young  women  who  have  successfully  passed  two  years  or  more  of  college 
work,  Fisher  offers  an  intensive  course  in  the  secretarial  skills.  This  technical 
training,  together  with  the  background  of  college  subjects,  gives  the  best  prepara- 
tion it  is  possible  to  obtain  for  the  responsible  position  of  executive  secretary  or 
executive  assistant  in  a rewarding  field. 

In  a highly  competitive  field,  the  college-trained  secretary  enjoys  an  advan- 
tage in  responsibility  and  prestige  over  her  younger  rivals. 
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Course  Outline 

One  Year  Two  Semesters 


First  Semester 

Shorthand  Theory 

Typewriting 

English  and  Word  Study* 
Accounting  I 


Semester 

hours 

7 

3 

4 

2 

16 


Second  Semester  Semester 
hours 

Dictation  and  Transcription 7 

Secretarial  Practice 3 

Typewriting 3 

English-Business  Correspondence  . 3 

Elective  2 

18 


*Those  who  meet  the  requisites  for  this  course  in  qualifying  examinations  may  be  excused  and 
may  take  elective  subjects. 


WHAT  THE  COURSES  COVER 


ACCOUNTING  I:  The  elementary  cycle  of 
bookkeeping:  journalizing  (purchase  jour- 
nal, sales  journal,  and  cash  journal),  post- 
ing, trial  balance,  work  sheet,  profit  and 
loss  statement,  balance  sheet,  adjusting  and 
closing  entries,  post-closing  trial  balance. 

1 semester;  5 credit  hours 

ACCOUNTING  II:  Advanced  work  on  ma- 
terials covered  in  Accounting  I ; invoice  rec- 
ords, sales  records,  columnar  cash  journal, 
depreciation,  insurance. 

ACCOUNTING  III:  Notes  and  discount, 
negotiable  instruments  and  bank  discount, 
social  security,  payroll,  introduction  to 
partnership  and  corporation  accounting. 

1 semester;  5 credit  hours 

ACCOUNTING  IV:  Income  tax  accounting; 
further  study  of  partnership  and  corpora- 
tion accounting.  1 semester;  5 credit  hours 

AMERICAN  LITERATURE:  This  is  a sur- 
vey course,  covering  American  literature 
from  the  early  days  of  Colonial  and  Revolu- 
tionary literature  until  the  present  era. 
Emphasis  is  placed  on  particular  schools  of 
thought  and  on  the  various  kinds  of  writing. 
Particular  attention  is  given  to  the  leading 
writers  in  each  of  the  schools  and  eras: 
Cotton  Mather;  the  Bradfords;  Washington 
Irving;  William  Cullen  Bryant;  James 
Fenimore  Cooper;  the  Transcendentalists, 
Emerson,  Thoreau,  Hawthorne;  Whittier. 

1 semester ; 2 credit  hours 

Second  semester:  Longfellow,  Lincoln,  the 
humorists  with  Mark  Twain;  Walt  Whit- 


man, Sidney  Lanier;  through  to  the  early 
part  of  the  Twentieth  Century  with  Emily 
Dickinson,  Robert  Frost,  Carl  Sandburg, 
and  T.  S.  Eliot,  to  mention  but  a few. 

1 semester;  % credit  hours 

CONTEMPORARY  LITERATURE:  This 
course  takes  up  the  last  fifty  years  in  Ameri- 
can writing,  and  covers  in  lecture  form  the 
writers  and  the  books  which  have  been  im- 
portant during  that  period.  An  attempt  is 
made  in  the  course  to  acquaint  the  student 
with  a clear  idea  of  the  purposes  of  litera- 
ture, the  difference  between  popular  and 
critical  evaluation  of  writing,  the  current 
point  of  view  and  direction  taken  by  living 
writers,  such  writers  as  Stephen  Crane, 
Sherwood  Anderson,  Willa  Cather,  Carl 
Sandburg,  Thomas  Mann,  Ernest  Heming- 
way, William  Faulkner,  John  Steinbeck, 
Thomas  Wolfe. 

DENTAL  MAJOR 

ANATOMY  and  PHYSIOLOGY:  Same 
as  for  Medical  Major. 

DENTAL  MATERIALS:  The  chemistry 
of  dental  materials,  their  manipulation  and 
use.  1 semester;  1 credit  hour 

BACTERIOLOGY,  STERILIZATION, 
and  RADIOLOGY  (X-Ray):  Bacteria, 
their  relation  to  infection  and  disease;  steri- 
lization, methods  and  purposes;  X-Ray,  the 
machine,  its  operation,  the  exposure  of  films, 
processing,  and  mounting. 

1 semester;  1 credit  hour 
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DENTAL  ORIENTATION  and  OFFICE 
PROCEDURE:  Introduction  to  dentistry, 
dental  personnel,  their  relationships,  duties, 
and  responsibilities,  various  routine  pro- 
cedures in  the  offices;  duties  of  the  assistant. 

1 semester;  1 credit  hour 

DENTAL  OFFICE  MANAGEMENT: 
Patient  relationship,  dental  records,  sup- 
plies, inventories,  etc. 

1 semester;  1 credit  hour 

PHARMACOLOGY  and  PATHOLOGY: 
Same  as  for  Medical  Major. 

1 semester ; 2 credit  hours 

ECONOMICS:  It  is  the  purpose  of  this  course 
to  develop  an  understanding  of  those  con- 
stant, fundamental  tendencies  that  underlie 
current  economic  problems,  and  to  develop 
a proper  appreciation  of  the  importance  of 
present-day  economic  questions.  This  course 
recognizes  particularly  the  personal,  busi- 
ness, social,  and  political  applications  of 
economic  principles  in  the  discussions  of 
banking,  exchange  control,  controlled  eco- 
nomics, government-controlled  prices,  the 
Bretton  Woods  Plan,  and  the  Marshall  Plan. 

By  viewing  controversial  questions,  such 
as  the  development  of  hig  business,  monopo- 
lies, organized  labor,  American  capitalism, 
the  other  “isms”  in  the  world  today,  it  is 
hoped  that  the  student  will  learn  to  do 
some  straight  thinking  about  our  own  eco- 
nomic problems  and  to  detect  fallacies  in 
our  own  current  economic  speaking  and 
thinking.  1 semester;  2 credit  hours 

ECONOMIC  GEOGRAPHY:  Geography 
studied  according  to  the  ways  in  which 
people  make  a living  is  more  fundamental 
than  the  old-fashioned  method  of  studying 
it  country  by  country.  Students  learn  -why 
people  turn  to  certain  occupations,  and  why 
certain  regions  have  developed  agriculture, 
mining,  commerce,  or  manufacturing. 
Woven  into  the  course  is  a general  under- 
standing of  maps,  climate,  types  and  dis- 
tribution of  population,  and  information 
about  the  earth’s  natural  resources;  but  the 
main  objective  is  a geographic  background 
for  an  intelligent  understanding  of  human 
beings  and  a sympathetic  appreciation  of 
their  problems  and  achievements. 

1 semester;  2 credit  hours 

ENGLISH  GRAMMAR  and  COMPOSI- 
TION: This  is  a survey  of  the  parts  of 
-speech,  their  uses  and  the  application 
thereof  in  the  writing  of  sentences  and  com- 
position. Much  emphasis  is  placed  on  punc- 


tuation and  spelling.  Because  of  the  nature 
of  a secretary’s  work  and  the  importance  of 
correct  English  usage  in  transcription,  this 
course  is  vital.  1 semester,  If  credit  hours 

LETTER-WRITING:  This  is  the  more  prac- 
tical application  of  the  course  in  composi- 
tion. Students  learn  and  apply  the  principles 
of  letter-writing  to  business  letters  in  all 
the  common  phases,  such  as  credit  and  col- 
lection letters,  adjustment  letters,  sales 
letters,  application  letters,  reports,  and 
inter-office  correspondence. 

1 semester;  credit  hours 

ENGLISH  LITERATURE:  From  the  early 
beginnings  with  Beowulf,  through  the 
Renaissance  and  Reformation,  the  Eliza- 
bethan Period,  John  Milton,  and  Shake- 
speare; the  Restoration  with  Dryden,  Pepys, 
and  Bunyan;  the  Eighteenth  Century  with 
Defoe,  Addison,  Steele,  and  Swift. 

1 semester;  2 credit  hours 

The  last  half  of  the  Eighteenth  Century; 
Samuel  Johnson  and  Boswell;  Goldsmith 
and  the  English  novel,  Sheridan;  Cowper 
and  Burke;  the  Victorian  Period  with 
Carlyle,  Tennyson,  and  Browning;  Matthew 
Arnold;  Fitzgerald,  Ruskin;  literature 
since  1890  with  Hardy,  Housman,  Yeats, 
Masefield.  1 semester;  2 credit  hours  . 

EXECUTIVE  MAJOR 

VISIBLE  FILING:  The  Kardex  Visible 
System  of  record  keeping. 

OFFICE  MANAGEMENT  and  PRAC- 
TICES: The  course  includes  discussions  of 
special  problems  arising  in  the  handling  of 
office  personnel ; personnel  problems,  such 
as  rest  periods,  smoking,  morale  building; 
cost  reduction;  cost  analysis  and  cost  con- 
trol; analysis  and  organization  of  office 
systems;  problems  of  unions,  etc. 

1 semester ; 5 credit  hours 

FINE  ARTS:  The  course  is  designed  to  ac- 
quaint the  student  with  those  aspects  of 
art  and  culture — music,  painting,  sculpture 
and  thought — which  have  come  down  to  us 
as  our  heritage. 

Under  the  following  topics  students  glean 
the  best  from  the  dawn  of  civilization  until 
the  Twentieth  Century:  The  Dawn  of  Civili- 
zation; Egypt,  Mesopotamia;  Greek  Art 
and  Culture;  Rome,  Pompeii;  Early  Chris- 
tianity in  the  West;  the  Byzantine  Empire 
(330-1435);  Monasticism;  Medieval  Music; 
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Romanesque  Art  in  Italy,  France,  Germany, 
Spain,  England;  Gothic  Art;  Medieval 
Thought;  Renaissance  Thought,  Architec- 
ture, Painting,  and  Sculpture;  Baroque 
Architecture,  Painting,  Sculpture;  the 
Eighteenth  Century  Painters;  Eighteenth 
Century  Music;  Nineteenth  Century  Revi- 
valism in  Culture,  Development  of  Science, 
Reforms,  Effect  on  the  Arts  in  General; 
Nineteenth  Century  Music,  Architecture, 
Painting;  Twentieth  Century  Art  and  Music. 

1 semester;  2 credit  hours  or 
2 semesters ; If  credit  hours 

FOREIGN  TRADE  MAJOR 

IMPORT  and  EXPORT  PRACTICE:  Al- 
though selling  or  buying  abroad  does  not 
differ  essentially  from  domestic  commercial 
transactions,  many  new  elements  enter  into 
the  picture.  A different  group  of  middlemen 
perform  important  services.  Import  and 
export  houses,  freight  forwarders,  and  other 
functional  middlemen  will  be  studied.  The 
latter  part  of  the  course  will  deal  with  the 
services  rendered  by  banks  and  insurance 
companies  and  with  the  problems  involved 
in  the  granting  of  credit.  Special  emphasis 
will  be  laid  upon  the  sources  of  trade  and 
credit  information. 

Many  documents,  never  found  in  domestic 
trade,  need  to  be  prepared  before  a ship- 


ment can  be  made  between  two  countries 
and  before  collections  can  be  successfully 
made.  In  this  course,  the  student  will  become 
acquainted  with  these  documents.  She  will 
learn  the  reasons  for  their  existence,  the 
use  that  is  made  of  them,  and  the  way  in 
which  they  must  be  filled  out.  The  ability 
to  prepare  these  documents  properly  will 
prove  a very  valuable  asset  to  anyone  per- 
forming secretarial  duties  in  an  export  or 
import  office.  1 semester;  3 credit  hours 

INTERNATIONAL  PROBLEMS:  Study  of 
international  law  and  relations,  the  funda- 
mental rights  of  states,  balance  of  power, 
international  law  — legislative,  executive, 
judicial;  territories;  citizenship  and  nation- 
ality; nationalism;  imperialism  and  colonial 
policies;  mandates  and  trusteeships;  trea- 
ties, conferences,  resolutions.  Much  atten- 
tion will  be  given  to  the  present-day  eco- 
nomic and  industrial  life  of  the  principal 
Latin-American  countries  and  to  their  social 
and  cultural  background. 

1 semester;  2 credit  hours 

LEGAL  MAJOR 

LAW  I:  A general  outline  of  legal  proce- 
dures— courts  and  court  procedures,  case 
histories,  etc.  A particular  study  of  the  laws 
which  are  involved  in  contracts  in  business, 
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sales,  and  negotiable  instruments — checks, 
drafts,  notes;  of  the  laws  governing  employ- 
ment, employer-employee  relationships;  of 
the  laws  affecting  the  organization  of  busi- 
ness enterprises — private  enterprise,  part- 
nerships, inheritance,  etc.  Attention  is  par- 
ticularly given  to  those  aspects  which  it  is 
important  for  a secretary  to  understand  in 
order  to  assist  her  employer  in  the  conduct 
of  his  business  and  in  order  to  enable  her  to 
adapt  herself  to  domestic  and  social  rela- 
tionships both  now  and  in  the  future. 

1 semester;  2 credit  hours 

LAW  II:  Negotiable  instruments,  laws  of 
employment,  labor  laws,  partnership  and 
corporation  laws,  mortgages,  wills,  etc. 

1 semester;  2 credit  hours 

LEGAL  TERMINOLOGY:  This  subject 
takes  up  the  simple  shorthand  forms  of  legal 
terminology,  their  definitions,  and  their 
place  in  legal  reports  and  documents;  the 
special  terms,  both  Latin  phrases  commonly 
used  in  law  and  ordinary  legal  terms,  are 
studied  in  conjunction  with  the  review  of 
the  fundamental  law  that  is  taken  during 
the  first  year — the  law  of  property,  con- 
tracts and  sales.  In  the  latter  part  of  the 
course,  during  the  fourth  semester,  termi- 
nology is  taken  in  combination  with  the  study 
of  actual  court  procedure.  Special  legal 
dictation  is  given  of  cases  and  complaints. 

2 semesters ; If  credit  hours 

LEGAL  PROCEDURE:  The  setting  up  of 
legal  forms  for  both  office  law  and  formal 
court  procedure,  the  setup  of  a law  office, 
the  books,  the  finding  of  cases  and  refer- 
ences so  that  the  candidate  can  be  a legal 
assistant  as  well  as  a competent  secretary. 

1 semester;  2-  credit  hours 

LEGAL  TYPEWRITING:  Special  empha- 
sis is  given  the  setting  up  of  the  various 
forms  that  have  been  studied  in  legal  pro- 
cedure. Actual  typing  experience  which 
grows  out  of  general  lecture  discussions  is 
assigned  students  in  this  legal  course.  This 
includes  such  phases  as  leases,  complaints, 
bills  of  sale,  mortgages,  wills  and  general 
legal  forms.  1 semester;  1 credit  hour 

MACHINES,  OFFICE:  A part  of  the  Secre- 
tarial Practice  Course  in  which  the  student 
is  introduced  to  calculating  machines — 
Sundstrand,  Burroughs,  Alien-Wales  Mon- 
roe; the  Dictaphone;  liquid  process  dupli- 
cator, mimeograph. 


MATHEMATICS:  Business  uses  of  the  fun- 
damentals of  arithmetic — addition,  subtrac- 
tion, multiplication,  and  division.  Almost 
every  office  worker  in  business  makes  some 
use  of  them  and  has  need  for  accurate  re- 
sults. The  sales  clerk  must  make  out  sales 
tickets;  the  ledger  clerk  must  send  out 
monthly  statements  to  the  customers;  pay- 
roll sheets  must  be  kept  by  the  payroll  clerk ; 
the  bookkeeper  must  total  and  balance  ac- 
counts and  must  take  off  statements  from 
his  books;  bank  deposit  slips  must  be  filled 
out  by  all  who  have  accounts  at  the  bank. 
These  procedures  are  all  covered  in  the 
course.  1 semester;  If  credit  hours 

MEDICAL  MAJOR 

ANATOMY  and  PHYSIOLOGY:  The 
study  of  the  structure  of  the  body  — the 
organization  and  properties  of  the  tissues — 
and  the  study  of  the  functions  of  the  organs, 
tissues,  cells,  etc.  This  is  a lecture-recitation 
course  with  reference  to  the  student’s  work 
as  a medical  secretary,  and  with  reference 
to  the  application  of  this  knowledge  to 
everyday  living.  2 semesters ; If  credit  hours 

LABORATORY  I:  Students  work  in  very 
small  groups  in  a modern  laboratory  so  that 
each  girl  may  become  familiar  with  all  the 
elementary  laboratory  techniques.  A micro- 
scope is  available  for  each  student.  The  fol- 
lowing medical  skills  and  techniques  are 
included:  use  of  the  microscope;  complete 
hemoglobin  determination ; red  blood  count 
and  white  blood  count;  study  of  stain  smears 
(normal)  ; blood  sedimentation  rates  by  the 
generally  used  methods;  basal  metabolism 
determination;  complete  urinalysis,  includ- 
ing microscopic  study  of  sediment;  tempera- 
ture, pulse,  blood  pressure,  and  respiration; 
writing  of  medical  histories. 

1 semester;  1 credit  hour 

LABORATORY  II  (optional)  : Laboratory 
II  develops  refinement  in  the  use  of  the 
techniques  studied  in  Laboratory  I.  The 
student  is  introduced  to  blood  groupings, 
Rh  determination,  simple  bacteriology, 
staining,  abnormal  blood,  and  some  special 
urine  tests.  1 semester;  1 credit  hour 

MEDICAL  LECTURES:  General  medical 
lectures  are  given  by  a practicing  physician. 
These  are  a r6sum6  of  diseases  from  the 
doctor’s  point  of  view. 

ya  semester;  y»  credit  hour 
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Medical  laboratory  lectures  introduce  the 
laboratory  work  of  the  week,  giving  the  nec- 
cessary  theory  and  preview  so  that  time 
spent  in  actual  laboratory  work  may  have 
maximum  value.  During  the  lecture  period 
a brief  outline  of  the  practical  application 
of  the  laboratory  work  is  given. 

1 semester;  1 credit  hour 

MEDICAL  TERMINOLOGY:  The  pur- 
pose of  the  course  is  twofold:  to  familiarize 
the  student  with  the  spelling,  definition,  and 
proper  usage  of  medical  words  so  that  she 
will  be  able  to  differentiate  between  the 
meaning  and  usage  of  similar  words;  and 
to  enable  her  to  use  the  medical  dictionary 
with  facility.  1 semester;  3 credit  hours 

PATHOLOGY  and  PHARMACOLOGY: 
Pathology  introduces  the  student  to  the 
study  of  disease  and  helps  the  secretary  to 
serve  the  doctor  or  dentist  more  intelligently, 
and  makes  the  practice  of  medicine  more 
understandable.  Pharmacology  deals  with 
drugs  and  medicines  which  are  important 
to  the  medical  or  dental  office.  Consideration 
is  given  to  the  origin  of  drugs,  the  forms  in 
which  they  are  dispensed,  methods  of  admin- 
istration, and  effects  upoh  the  body  systems. 

1 semester;  1 credit  hour 

TERMINOLOGY  and  MEDICAL  DICTA- 
TION: This  course  is  designed  to  give  the 
student  as  broad  a background  as  possible 
in  writing  shorthand  forms  for  medical 
terminology.  Practice  is  given  in  taking 
dictation  and  transcribing  from  material  in 
current  use  by  doctors  and  hospitals.  Such 
material  includes  diagnostic  reports,  case 
histories,  and  correspondence. 

1 semester;  3 credit  hours 

PSYCHOLOGY:  Study  of  general  psychology 
applied  to  everyday  living;  study  of  the 
development  of  personality  from  the  infant 
stage  to  maturity;  changes  physically  and 
mentally  that  occur;  study  of  emotions, 
memory,  moods;  influences  of  the  home, 
school,  etc.,  upon  personality;  study  of 
scientific  and  pseudo-scientific  methods  of 
analysis,  such  as  physiognomy,  phrenology, 
etc.;  some  study  of  various  tests  given  for 
measuring  personality  in  business  and 
industry.  1 semester;  2 credit  hours 

PERSONALITY  DEVELOPMENT:  This 
course  is  intended  to  develop  the  student 
socially,  as  her  secretarial  courses  will  de- 
velop her  professionally,  so  that  she  may 


take  her  place  in  the  work-a-day  world  and 
in  the  social  world  as  a well-ad  justed  social 
being,  poised,  confident,  well  groomed,  and 
meticulously  mannered.  It  deals  with  the 
eight  greater  goods  of  personality:  good  ap- 
pearance, good  habits,  good  health,  good 
(high)  ideals,  good  manners,  good  sense, 
good  taste,  and  good  will.  These  are  covered 
either  by  class  lectures  or  by  class  and  pri- 
vate analysis,  diagnosis,  and  opportunity 
for  practice  on  the  part  of  the  student. 

1 semester;  1 credit  hour 

RADIO  MAJOR 

( Radio  Courses  at  Emerson  College ) 

INTRODUCTION  TO  RADIO:  Designed 
to  acquaint  the  beginning  student  with  the 
history  of  broadcasting,  the  American 
system,  basic  program  planning  and  organi- 
zation, and  opportunities  in  radio. 

1 semester;  1 credit  hour 

INTRODUCTION  TO  TELEVISION:  An 
exposition  of  the  nature  of  television,  its 
potentialities,  its  problems,  its  present 
status,  and  what  it  offers  in  the  way  of  pro- 
fessional careers.  1 semester;  1 credit  hour 

RADIO  PROGRAMMING:  Basic  princi- 
pies  underlying  radio  programming;  the 
structure  of  a “broadcast  day”;  conceiving 
and  executing  of  new  program  ideas;  pro- 
gram needs  and  demands  of  the  radio  audi- 
ence and  how  they  may  be  satisfied. 

1 semester;  1 credit  hour 

SECRETARIAL  PRACTICE:  This  course 
seeks  to  review  the  secretarial  skills  and 
techniques  in  practical  office  situations;  to 
give  the  student  information  about  office 
manners,  business  and  personal  ethics;  to 
acquaint  her  with  the  principles  of  alpha- 
betic, geographic,  and  numeric  filing;  to 
introduce  her  to  office  machines;  and  to 
acquaint  her  with  duties  other  than  the 
skills,  such  as  editorial  duties;  the  handling 
of  standard  reference  books,  etc. 

1 semester;  3 credit  hours 

SHORTHAND  I:  Study  of  shorthand  theory 
and  beginning  dictation. 

1 semester;  5 credit  hours 

SHORTHAND  II  and  III:  Intermediate  dic- 
tation to  advanced  dictation;  refinement 
of  dictation-transcription  techniques;  high 
speed  building. 

2 semesters ; 7 credit  hours  each 
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SHORTHAND  IV:  Still  more  advanced  dic- 
tation— speeds  of  140  words  and  up;  further 
refinement  of  techniques,  advanced  phras- 
ing and  abbreviated  forms,  reporting  short 
cuts.  1 semester  elective;  3 credit  hours 

SPANISH  I:  Spanish  grammar  as  far  as  the 
subjunctive;  simple  conversational  Spanish. 

2 semesters;  6 credit  hours 

SPANISH  II:  Completion  of  Spanish  gram- 
mar; vocabulary  building;  translation;  and 
conversation.  2 semesters ; 6 credit  hours 

SPEECH:  Study  of  proper  manner  and  con- 
trol of  breathing,  tone  placement,  pitch, 
formation  of  sounds,  value  of  gestures  and 
mannerisms;  speech — the  various  types  of 
speeches  that  one  ordinarily  meets  in  social 
living,  such  as  introducing  speakers,  award- 
ing honors  and  making  tributes,  farewell 
speeches;  study  of  the  forum,  panel  discus- 
sions, impromptu  speeches,  and  demonstra- 
tion talks.  1 semester;  2 credit  hours 

TYPEWRITING  I:  Presentation  of  key- 
board, letter  setups,  rough  draft  copying, 


tabulation,  manuscript  typing;  and  building 
of  speed  and  accuracy  on  straight  copy 
typing.  2 semesters;  6 credit  hours 

TYPEWRITING  II:  Review  of  Typewriting 
I ; production  work  and  refinement  of  tech- 
niques for  office  requirements;  further 
building  of  speed.  2 semesters;  ^ credit  hours 

WORLD  HISTORY:  An  understanding  of 
the  meaning  of  freedom  is  given  by  tracing 
its  exciting  and  dangerous  path  through 
seven  hundred  years  of  European  and 
American  history.  History  is  “brought  to 
life”  by  descriptions  of  shadowy  historical 
figures  as  real  people.  An  analysis  of  some 
of  the  world’s  “isms”  of  the  past  and  present 
give  a better  appreciation  of  the  American 
way  of  life.  By  constant  comparison  of  past 
and  present  and  supplementary  reading  in 
current  magazines,  you  are  made  to  feel 
that  you  are  a part  of  the  stream  of  history ; 
that  the  world  — despite  its  troubles  — is 
growing  better. 


AUDIO-VISUAL  EDUCATION 

Audio-visual  education  is  considered  in  the  total  educational  program  of  the 
school.  Appropriate  films  and  slides  are  used  to  supplement  text  material. 
There  are  now  many  films  available  that  are  appropriate  for  secretarial,  business, 
and  academic  training. 

The  school  maintains  its  own  equipment  and  has  : 

A Bell  and  Howell  sound  projector  for  16  mm.  sound  or  silent  films 

A slide  projector  for  4x4  slides 

A slide  projector  for  2x2  slides 

Two  phonographs  for  typewriting  and  fine  arts 

Maps  for  instruction  in  the  several  history  courses 

Anatomy  charts  for  the  dental  and  medical  programs 

A Kodak  table  viewer  for  2x2  slides 
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Personality  development  conferences  help  students  discover  their  full  capabilities. 


TUITION 


$440  if  entire  amount  is  paid  on  or  before  September  1. 

$460  for  one  school  year,  payable  $115  each  quarter  in  advance. 

$470  for  one  school  year,  payable  $47  each  month  in  advance  for  ten  months. 

$480  for  one  school  year,  payable  $24  each  month  in  advance  for  twenty 

months. 

$25  fee  for  Laboratory  I — Medical  or  Dental  Secretarial  Course.  Labora- 
tory II  is  optional ; an  additional  fee  of  $25  is  charged. 

$10  registration  fee  (returnable  only  if  application  is  not  accepted). 

$12  graduation  fee  (payable  one  month  prior  to  graduation). 

$525  dormitory  charge  for  room  and  board  under  the  cooperative  plan, 

payable  in  three  payments  of  $175  each. 

Dormitory  students  may  budget  tuition,  room  and  board  in  ten  pay- 
ments of  $100,  payable  each  month  in  advance. 

$15  dormitory  registration  fee. 

$15  home  residence  fee. 

$32-$50  for  books  and  supplies  during  a school  year  depending  on  the  course. 
(These  may  be  purchased  at  the  school  bookstore.) 
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ASSOCIATION  MEMBERSHIP 

The  school  or  officers  of  the  administrative  staff  are  members  of  the  following 
organizations : 


American  Association  of  Junior  Colleges 
American  Vocational  Associates 
Boston  Advertising  Club 
Boston  Chamber  of  Commerce 
Eastern  Business  Teachers  Association 
Kiwanis  International 

Massachusetts  Council  of  Business  and 
Secretarial  Schools 

National  Association  and  Council  of  Business 
Schools 


National  Business  Teachers  Federation 
National  Office  Management  Association 
National  Vocational  Guidance  Association 
New  England  Association  of  Business  Colleges 
New  England  Export  Club 
Personnel  Managers  Club 
Rotary  International 


SCHOLARSHIPS 

Fisher  as  a non-profit  educational  institution  has  various  means  at  its  disposal 
to  help  young  women  who  earnestly  desire  an  education. 

Several  trustees’  regional  scholarships  totaling  $2,800  are  available  to 
candidates  from  approved  secondary  schools  in  the  New  England  States,  New 
York,  and  New  Jersey. 

Four  $100  scholarships  are  awarded  annually  to  Juniors  for  their  Senior 
year  on  the  basis  of  scholarship  and  need. 

There  are  several  scholarships  available  through  the  Alumnae  Association, 
Alpha  Iota  Sorority,  Walter  L.  Hughes  Scholarship  Fund,  Massachusetts 
Women’s  Clubs,  and  private  individuals  who  have  established  grants  of  tuition. 

The  school  also  has  working  grants  available  to  young  women  who  have  the 
ability  to  carry  a full  schedule  of  classes  while  working  afternoons  as  clerical 
assistants  to  teachers. 

Applicants  for  any  scholarships  should  apply  to  the  Dean  of  the  school 
before  Mav  1. 

Y T T 

Prospective  students  are  urged  to  visit  the  school  at  any  time.  It  is  a complete 
organization,  every  department  of  which  is  actively  working  for  the  success  of 
its  students  from  enrollment  to  placement. 
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BOARD  OF  TRUSTEES 


Sanford  L.  Fisher,  President 
Hartwell  R.  Congdon 
Joseph  J.  Carty,  Secretary 
Fred  Clifton  Gray 
Charles  W.  Harris 
Albert  L.  Fisher  . 

Myron  C.  Fisher  . 

Alfred  E.  Toombs  . 


. Somerville,  Massachusetts 

Hamburg,  New  York 

. . . Braintree,  Massachusetts 
. Groton,  Massachusetts 

Brooklyn,  New  York 

. . . Winchester,  Massachusetts 
. Lexington,  Massachusetts 
Manhasset,  Long  Island,  New  York 


A DM IN  1ST R A TION 


President 


Sanford  L.  Fisher,  Ed.M. 


Administrative  Dean  in  Charge  of  Admissions  . 

Dean  of  Studies 

Business  Manager— Treasurer 

Admissions  Counselors 


Placement  Director  . 
Director  of  Home  Residence 

Librarian 

School  Nurse 

School  Physician  .... 
House  Directors  .... 

Publicity  Director 
Secretaries 


Dining  Services 


Maintenance  Staff 


. Myron  C.  Fisher,  B.S.  in  Ed. 

Roberta  C.  Macdonald,  M.C.S. 

Joseph  J.  Carty,  LL.B. 

Edith  Tileston  Hughes 
Lydia  Glidden,  B.S. 
John  E.  Sullivan,  Ed.M. 

. . Mabel  Parkes  Friswell 

. Mabel  Parkes  Friswell 

. Lura  Taylor,  M.A. 

. . . . Edna  Deming,  R.N. 

. . . John  Lockhart,  M.D. 

Grace  Palmer 

Gladys  Moulton 

Elizabeth  Slade 

Rebecca  Carter 

Lillian  Rand 
Lucy  Vignone 

Leona  Jennings 

Jenny  Mattson 
Ernestine  Musgrave 

Hugh  McKay 

Harry  Cook 
Lucius  Jennings 


1G 


THE  FISHER  SCHOOL 


FACULTY 


Sanford  L.  Fisher,  B.S.,  Ed.M President 

Fisher  Business  School,  Graceland  College,  Boston  University;  teaching  experi- 
ence; on  Fisher  staff  since  1928. 

Myron  C.  Fisher,  Jr.,  B.S.  in  Ed Administrative  Dean 

Fisher  Business  School,  Graceland  College,  State  Teachers  College,  Harvard  Sum- 
mer School,  Boston  University;  business  and  public  school  teaching  experience; 
on  Fisher  staff  since  1935. 

Joseph  J.  Carty,  LL.B Treasurer 

Fisher  Business  School,  Bentley  School,  Suffolk  Law  School;  teaching  experience; 
on  Fisher  staff  since  1913. 

Roberta  Clare  Macdonald,  A.B.,  M.C.S Dean  of  Instruction 

Regis  College,  Fisher  Business  School,  Boston  University;  teaching  experience; 
on  Fisher  staff  since  1936. 

Laura  Barnes,  A.B.,  LL.B English,  Law 

University  of  Southern  California,  Southwestern  University  of  Law;  sixteen  years’ 
teaching  and  professional  experience;  on  Fisher  staff  since  1946. 


The  bulletin  board  is  always  a center  of  interest. 
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Neville  Booth,  D.M.D Dental  Program 

Harvard  Dental  School,  Forsythe  Dental;  on  Fisher  staff  since  1947. 

M.  Jacqueline  Camera,  B.S.,  Ed.M Typewriting,  Shorthand,  English, 

Secretarial  Practice 

Boston  University;  two  years’  business  experience;  four  years’  teaching  experi- 
ence; on  Fisher  staff  since  1947. 

Earlene  Morey  Cornell,  B.S.  in  Ed.  . . World  History,  Economic  Geography 

Boston  University;  Registrar,  Boston  University,  eleven  years;  on  Fisher  staff 
since  1944. 

Ruth  E.  Cummings Dental  Office  Procedures 

Graduate  of  Boston  School  of  Dental  Nursing  and  Hickox  Secretarial  School; 
five  years  of  private  office  experience. 

Maralee  Curran,  B.S Shorthand 

Armstrong  College,  Oregon  State  College;  three  years’  business  experience;  five 
years’  teaching  experience;  on  Fisher  staff  since  1947. 

Agnes  Adams  Fisher,  A. A.  . . . English,  Psychology , Personality  Development 
Graceland  College,  Kansas  City  Business  College;  teaching  and  business  experi- 
ence; on  Fisher  staff  since  1933. 

Mabel  Parkes  Friswell Director  of  Dramatic  and  Musical  Clubs 

Kinyon's  Commercial  School,  Marchesi  Vocal  School,  Boston  University,  Adult 
Education  Center;  seventeen  years’  personnel  and  music  director  experience; 
on  Fisher  staff  since  1943. 

Marion  E.  Fritz Typewriting,  Secretarial  Training, 

Machine  Shorthand 

Fisher  School;  seven  years’  business  experience;  twelve  years’  teaching  experi- 
ence; on  Fisher  staff  since  1942. 

Alice  Long  Hurley,  B.B.A Accounting,  Law,  Business  Mathematics, 

Shorthand,  Economics,  Typewriting 

Northeastern  University,  Normal  Course,  Chandler  Secretarial  School,  Summer 
Courses,  Boston  University,  Simmons  College,  Fisher  School,  Burroughs  Calcula- 
tor School;  business  experience;  teaching  experience,  public  schools,  private 
schools.  Naval  training  school;  on  Fisher  staff  since  1944. 

Marion  F.  Kennedy,  B.S Shorthand,  T ypewriting 

Business  experience;  seven  years'  teaching  experience;  on  Fisher  staff  since  1945. 

Ouida  C.  Montague,  S.B Medical  Lectures,  Laboratory  Techniques 

Simmons  College;  Technician  for  Dr.  George  S.  Minot  and  associates,  nineteen 
years;  present  instructor  Simmons  College  in  hospital  laboratory  technique; 
lecturer  in  Hematology,  Massachusetts  University  Extension;  on  Fisher  staff 
since  1942. 
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Georgia  Pappas,  B.S.  in  Ed Shorthand,  Typewriting 

Salem  State  Teachers  College;  two  years'  business  experience;  two  years’  high 
school  and  Junior  College  teaching  experience;  on  Fisher  staff  since  1948. 

Charles  Pollina,  D.M.D Dental  Program 

Graduate  of  University  of  Oregon  Dental  School;  Visiting  Assistant  in  the  Oral 
Surgery  Department  of  Forsythe;  on  the  staff  at  Forsythe  since  1945;  also 
private  practice. 

Edgar  F.  Sewall,  M.D Medical  Lectures 

Tufts  Medical  School;  practicing  physician;  on  Fisher  staff  since  1945. 

Ester  M.  Small,  A.B Shorthand,  English 

Radcliffe  College;  three  years’  business  experience;  five  years’  teaching  experi- 
ence; on  Fisher  staff  since  1948. 

Lura  Taylor,  Mus.B.,  M.A Librarian,  Fine  Arts 

New  England  Conservatory;  Radcliffe  College;  nine  years’  teaching  experience; 
present  instructor  at  New  England  Conservatory,  and  Choate  School;  on  Fisher 
staff  since  1941. 

Lila  Davis  Whiting Secretarial  Training,  Shorthand 

Fisher  Business  School,  Boston  University;  teaching  experience;  on  Fisher  staff 
'since  1927. 


GENERAL  INFORMATION 


1.  A registration  fee  of  $10  is  due  and 
payable  at  the  time  of  enrollment.  When  an 
applicant  enrolls,  it  is  understood  that  it  is 
for  the  complete  course. 

2.  A high  school  diploma  is  required  for 
admission.  College,  normal,  or  academic  high 
school  background  is  preferred  for  two-year 
courses;  however,  commercial-course  gradu- 
ates are  eligible.  Previous  school  records  are 
required  prior  to  entrance. 

Admission  tests  are  given  when  high  school 
records  do  not  meet  the  standards  set  up  by 
the  Board  of  Admissions. 

Students  who  present  shorthand  for  admis- 
sion to  a two-year  course  will  be  expected  to 
attain  a higher  speed  for  graduation  or  take 
an  elective  at  the  time  other  students  are 
taking  beginning  shorthand. 

3.  No  refunds  are  made  for  absence,  for 
vacations,  for  withdrawal,  or  for  dismissal. 
Students  are  accepted  on  the  basis  of  the 


entire  school  year.  Tuition  and  dormitory 
charges  are  made  for  the  school  year  and 
not  for  the  period  of  attendance. 

4.  The  school  reserves  the  right  to  with- 
draw any  subject  in  a course  or  to  substitute 
another  in  its  place. 

5.  The  school  reserves  the  right  to  withdraw 
a course  if  less  than  eight  students  enroll. 

6.  This  school  is  accepted  by  the  immigra- 
tion authorities  as  an  institution  qualified  to 
receive  foreign  students  on  a visitor’s  visa. 

7.  Students  may  use  any  of  the  school 
facilities  before  or  after  school. 

8.  Street  car,  railway  and  bus  special-rate 
tickets  are  available. 

9.  Classes  continue  from  9:05  a.m.  until 
3:00  p.m.,  with  a regular  period  for  lunch. 
The  building  is  open  daily  from  8:30  a.m.  to 
5:00  p.m.,  and  on  Saturdays  till  noon. 
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APPLICATION  FOR  ENROLLMENT 


118  Beacon  Street,  Boston 


• I hereby  make  application  for  enrollment  in  The  FISHER  SCHOOL  in  accordance  with  the 
conditions  and  terms  of  this  application  form,  contract,  and  the  regulations  in  your  catalog. 


Date 


19 


Name Age. . . . 

(.First)  ( Middle ) (Last) 

Address Zone 

(Street)  (City) 

Date  of  birth Telephone 


!High  School 
City,  State 
College  . . . 
City,  State  . 
Name  of  Principal 


Date  of  graduation 

□ Commuting  □ Dormitory 

□ EXECUTIVE  SECRETARIAL 

□ MEDICAL  SECRETARIAL 

□ LEGAL  SECRETARIAL 

□ RADIO  SECRETARIAL 

□ FOREIGN  TRADE  SECRETARIAL 


. . Course  taken 

□ Home  Residence  Plan 

□ DENTAL  SECRETARIAL 

□ BEGINNING  ONE-YEAR  COURSE 

□ FINISHING  ONE-YEAR  COURSE 

□ COLLEGE  GROUP  ONE-YEAR  COURSE 


Date  of  entrance 
Father’s  name  . . 


Father’s  occupation 
Business  address  . . 


Mother’s  name 

How  did  applicant  become  interested  in  the  school? 
Financial  reference 


Character  reference 


(Over 


ORIGINAL 

Contract  with  THE  FISHER  SCHOOL/  Boston,  Massachusetts 


Charges  will  he  payable  as  follows  for  each  school  year: 


Check 

Preference 


Tuition  if  paid  on  or  before  September  1 □ $440.00 

$115  each  quarter  in  advance □ 460.00 

$47  each  month  for  10  months,  Budget  Plan □ 470.00 

$24  each  month  for  20  months,  Budget  Plan □ 480.00 

Registration  Fee 10.00 


The  registration  fee  must  accompany  this  application. 

This  fee  covers  the  school’s  investigation  of  the  applicant. 

It  will  be  refunded  if  the  applicant  is  not  accepted  by  the  school. 


Dormitory  Charges  under  the  Cooperative  Plan  (3  payments) $ 525.00 

Dormitory  and  Tuition  Plan  (10  payments) 1,000.00 

Home  Residence  or  Dormitory  Application  Fee 15.00 

Medical  or  Dental  Laboratory  Fee 25.00 

Graduation  Fee  (due  May  1) 12.00 

Books  and  Supplies $32  to  50.00 


The  first  payment  of  tuition  and  dormitory  charges,  books  and  supplies  will  be  due  on  or 
before  the  first  of  September. 


Students  are  received  only  upon  the  express  condition  and  agreement  that  they  shall 
remain  for  the  entire  school  year,  or  such  portion  of  it  as  remains  after  entrance,  unless 
suspended  or  dismissed  for  misconduct  or  breach  of  school  discipline.  The  parent  or  guardian 
agrees  that,  in  the  event  of  such  suspension  or  dismissal,  or  in  case  of  voluntary  withdrawal, 
no  part  of  the  fee  or  tuition  for  the  school  year  shall  be  refunded  or  remitted,  and  any 
unpaid  balance  on  account  of  such  fees  shall  become  immediately  due  and  payable. 


In  consideration  of  the  acceptance  by  The  Fisher  School  of  the  undersigned  student,  we, 
jointly  and  severally,  accept  the  above  terms;  agree  to  pay  the  charges  above  set  forth  as 
and  when  due  (with  the  understanding  that  this  contract  may  be  cancelled  by  the  appli- 
cant any  time  prior  to  August  15) ; agree  to  comply  with  all  rules  and  regulations  of  the 
school  as  printed  in  the  catalog,  or  otherwise  prescribed;  and  attest  that  the  said  student 
is  in  good  physical  condition  and  mental  health. 

Be  sure  to  sign  both  original  and  duplicate  of  this  contract  and  send  it  to  The  Fisher  School. 
Duplicate  will  be  signed  and  returned  by  the  school  when  application  is  accepted.  This 
contract  is  not  effective  until  it  has  been  accepted  by  the  school. 


( Student ) 

Date 

Signature  of  verson  responsible  for  tuition  if 
applicant  is  a minor. 

The  above  student  is  hereby  accepted  for  enrollment  in  The  Fisher  School. 

Date By 


DUPLICATE 

Contract  with  THE  FISHER  SCHOOL,  Boston,  Massachusetts 


Charges  will  he  payable  as  follows  for  each  school  year: 

Cheek 

Preference 


Tuition  if  paid  on  or  before  September  1 □ $440.00 

$115  each  quarter  in  advance □ 460.00 

$47  each  month  for  10  months,  Budget  Plan □ 470.00 

$24  each  month  for  20  months.  Budget  Plan □ 480.00 

Registration  Fee 10.00 


The  registration  fee  must  accompany  this  application. 

This  fee  covers  the  school’s  investigation  of  the  applicant. 

It  will  be  refunded  if  the  applicant  is  not  accepted  by  the  school. 


Dormitory  Charges  under  the  Cooperative  Plan  (3  payments) $ 525.00 

Dormitory  and  Tuition  Plan  (10  payments) 1,000.00 

Home  Residence  or  Dormitory  Application  Fee 15.00 

Medical  or  Dental  Laboratory  Fee 25.00 

Graduation  Fee  (due  May  1) 12.00 

Books  and  Supplies $32  to  50.00 


The  first  payment  of  tuition  and  dormitory  charges,  books  and  supplies  will  be  due  on  or 
before  the  first  of  September. 


Students  are  received  only  upon  the  express  condition  and  agreement  that  they  shall 
remain  for  the  entire  school  year,  or  such  portion  of  it  as  remains  after  entrance,  unless 
suspended  or  dismissed  for  misconduct  or  breach  of  school  discipline.  The  parent  or  guardian 
agrees  that,  in  the  event  of  such  suspension  or  dismissal,  or  in  case  of  voluntary  withdrawal, 
no  part  of  the  fee  or  tuition  for  the  school  year  shall  be  refunded  or  remitted,  and  any 
unpaid  balance  on  account  of  such  fees  shall  become  immediately  due  and  payable. 


In  consideration  of  the  acceptance  by  The  Fisher  School  of  the  undersigned  student,  we, 
jointly  and  severally,  accept  the  above  terms;  agree  to  pay  the  charges  above  set  forth  as 
and  when  due  (with  the  understanding  that  this  contract  may  be  cancelled  by  the  appli- 
cant any  time  prior  to  August  15) ; agree  to  comply  with  all  rules  and  regulations  of  the 
school  as  printed  in  the  catalog,  or  otherwise  prescribed;  and  attest  that  the  said  student 
is  in  good  physical  condition  and  mental  health. 

Be  sure  to  sign  both  original  and  duplicate  of  this  contract  and  send  it  to  The  Fisher  School. 
Duplicate  will  be  signed  and  returned  by  the  school  when  application  is  accepted.  This 
contract  is  not  effective  until  it  has  been  accepted  by  the  school. 


(Student) 

Date 

Signature  of  pereon  reeponeible  for  tuition  if 
applicant  it  a minor. 

The  above  student  is  hereby  accepted  for  enrollment  in  The  Fisher  School. 

Date By 


- 


. 


' 


*** 


